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Job Description 

 

JOB TITLE:     Subject Access/Care Records Administrator 

ACCOUNTABLE TO:   Practice Manager 

LINE MANAGER:    To be determined 

HOURS:                                   25 hours per week  

 

Purpose and objective: 

The role of Subject Access/Care Records Administrator is to process, monitor and 

complete all subject access requests and reports for patient information, GDPR and 

Data Protection requests coming in the practice. The Subject Access/Care Records 

Administrator may be based at either site. 

Main Duties and responsibilities:  

 

• Log all incoming requests to the practice 

• SARs requests (Subject Access Requests) from e.g. (but not limited to) 

solicitors, patients, patients moving abroad. 

• Processing Online Access Requests 

• Hospital emails for letters/results 

• Occupational Health reports/letters to be completed by GP 

• Produce invoices relevant to reports & check payment has been made before 

sending 

• To process and complete all reports including but not limited to DVLA, PIPs, 

police, firearms requests. 

• To monitor and update spreadsheet, respond to confirmation of receipt and 

use communication sheet, where necessary 

• Create invoice and add to spreadsheet 

• Request Lloyd George record from storage 

• Gain consent from patients and ensure they are aware of what request 

involves. 

• Copy, redact and scan documents 

• Export documents 

• Use iGPR software to process and sign off reports, where appropriate 

• Task GPs to request reports are signed off by a clinician 

• Liaise with Solicitors & Insurance Companies 

• Monitor and complete insurance claim forms and raise invoice, add to 

spreadsheet 
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• Respond and complete requests from the military 

• Respond and complete all other requests coming into the practice. 

• Acknowledge receipt of all requests 

• Ensure compliant with GDPR  

• Data Protection & GDPR practice lead 

• Support and inform all staff on their part in data protection and GDPR 

• Liaise with DPO, when required 

• Updating tracking sheets, patient records, communication sheets. 

• When sending records to patients, ensure they are informed they are 

responsible for the security of their record. 

• Working alongside the Registrations and Deductions team 

• Undertake all reasonable requests from Line Manager. 
 

Confidentiality: 
 

• In the performance of the duties outlined in this Job Description, the post-

holder may have access to confidential information relating to patients and 

their carers, practice staff and other healthcare workers.  They may also have 

access to information relating to the practice as a business organisation.  All 

such information from any source is to be regarded as strictly confidential 

• Information relating to patients, carers, colleagues, other healthcare workers 

or the business of the practice may only be divulged to authorised persons in 

accordance with the practice policies and procedures relating to confidentiality 

and the protection of personal and sensitive data. 

• Failure to observe confidentiality constitutes gross misconduct and will lead to 

immediate dismissal. 

• To comply at all times with Confidentiality and Information Governance 

policies 

 

Health & Safety: 
 
The post-holder will assist in promoting and maintaining their own and others’ health, 
safety and security as defined in the Practice Health & Safety Policy, to include: 
 

• Using personal security systems within the workplace according to practice 

guidelines. 

• Identifying risks involved in work activities and undertake such activities in a 

way that manages those risks. 

• Making effective use of training to update knowledge and skills. 

• Using appropriate infection control procedures, maintaining work areas in a 

tidy and safe way and free from hazards. 

• Reporting potential risks identified. 

• Reporting accidents and incidents to the Line Manager.   
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Equality and Diversity: 

 
The post-holder will support the equality, diversity and rights of patients, carers and 
colleagues, to include: 
 

• Acting in a way that recognizes the importance of people’s rights, interpreting 

them in a way that is consistent with practice procedures and policies, and 

current legislation 

• Respecting the privacy, dignity, needs and beliefs of patients, carers and 

colleagues 

• Behaving in a manner which is welcoming to and of the individual, is non-

judgmental and respects their circumstances, feelings priorities and rights. 

 
Personal/Professional Development: 
 
The post-holder will participate in any training programme implemented by the 
practice as part of this employment, such training to include: 
 

• Participation in an individual performance review, including taking 

responsibility for maintaining a record of own personal and/or professional 

development. 

• Taking responsibility for own development, learning and performance and 

demonstrating skills and activities to others who are undertaking similar work. 

• All members of staff are required to attend and participate in quarterly 

Practice training afternoons.   

• In addition you will be expected to attend any training or team development 

meetings 

• You will be expected to attend Staff Meetings which will be held regularly to 

discuss current issues, share information and aid communication.   

 
Quality: 
 
The post-holder will strive to maintain quality within the practice, and will: 
 

• Alert other team members to issues of quality and risk. 

• Assess own performance and take accountability for own actions, both 

directly and under supervision. 

• Contribute to the effectiveness of the team by reflecting on own and team 

activities and making suggestions on ways to improve and enhance the 

team’s performance. 

• Work effectively with individuals in other agencies to meet patients’ needs. 

• Effectively manage own time, workload and resources. 
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Communication: 

 
The post-holder should recognise the importance of effective communication in the 
team and strive to: 
 

• Communicate effectively with colleagues, patients, carers and anyone else 

associated with the Practice.  

• Recognise people’s needs for alternative methods of communication and 

respond accordingly. 

 

This Job Description is solely a guide and an example of the kinds of job duties that 

the post holder is expected to undertake. This job description is not intended to be a 

complete list of duties and is subject to review as the work of the Department 

develops and resources change. An ability to adapt to new circumstances will be 

essential. 

The job description reflects the present requirements and objectives of the post; it does 

not form part of your contract of employment.  As the duties of the post change and 

develop the job description will be reviewed and will be subject to amendment, in 

consultation with the post holder. 

It has been discussed and agreed that the job specification for this role does need to 

include a DBS (formerly CRB) check.  This role does not have one to one contact 

with children or vulnerable adults nor is it considered necessary for the holder of this 

post to be a chaperone.   

 
 

 


